
Renewing Credentials for Scheduled Reports
Periodically, users are required to change the password they use to get into the 
Application Selection Menu on the Controller’s Office website. When this password is 
changed, any scheduled reports that the user may have set up in IBIS will discontinue 
running until the user’s credentials are renewed. Follow these simple instructions to 
complete that task.  

Click the “My Area” drop-down arrow in the upper-right corner of your IBIS screen. 

Click on “My Preferences”

Next, select the Personal tab found on the upper-left section of the screen.



In the Credentials section of the following screen you will see a link that says “Renew the 
credentials”. Click on that link. 

You will then receive the following message. Click OK.



You will then be taken back to the Set preferences screen. Click OK to exit this screen.


